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RECEIVED
Mr. William Taylor

State Records Administrator - AUG 29 1889
State Records Management Center
7275 Waterloo Road (Rte.. 175)

P.0O. Box 275 MARYLAND STATE ARcHivEs
Jessup, Maryland 20794-0275

Attention: Marilyn Bentley

Re: Submission of Records Retention and Disposal Schedule
(See attached inventory & new schedule for "Claims" &
"Support and all other")

Dear Mr. Taylor: _
. Schedules 359, 360, 369 and 427 have been superceded by this
. Schedule. We understand your office will provide the new
Schedule Number.

The following revisions are requested in superceding the above
Schedules:

Schedule 359

1. Reports File - Item one (1) from 359 is now included in the
Claims Folder as a new Item one (1). First Reports of Injury
or Occupational Disease wherein no claim has been filed is
now a new Item eight (8).

2. Claim Card - Item two (2) was discontinued about 1970 and
destroyed.

3. Company Folders - Item three (3) - being held in four (4)
Lectrievers awaiting resources to microfilm. They become Item
two (2) in the new Schedule.

4. Notice of Cancellation - Item four (4) is now item ten (10)
and was discontinued in this form on April 30, 1987 and is
replaced by Proof of Coverage System (POCS), National Council
of Compensation Insurance or put on optical file disk and
then destroyed. Originals (4x6 cards) will be retained until

‘ microfilmed or put on optical file disk and then destroyed.

TTY FOR DEAF: 383-7588
MY TELEPHONE NUMBER IS (301 BALTIMORE AREA
DATA FAX (301) 333-8122
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5. Endorsements - Item five (5) will become Item three (3) on
new Schedule.

6. Joint Election - Item six (6) becomes Item four (4).

7. Code Sheet - Item seven (7) is now Item eleven (11) and is on
microfilm and will be retained permanently. Originals were
destroyed immediately after microfilmed.

8. Employer Index to Claims - Item eight (8) now becomes Item
twelve (12) and is also on microfilm and will be retained
permanently. Originals are destroyed immediately after
microfilming.

9. Statement of Compensation Paid -~ Item nine (9) of Schedule
included in Claims Folder (Item one [1] in the new Schedule.)

10. Claims Docket - Item ten (10) is now Item eleven (11) and has
been replaced by Computerized data. Dockets from 1938-1983
are on microfilm and will be retained permanently. Three cc
kept in-house and one sent to Dept. of Lic. & Regss. Updated
daily. Retained permanently.

11. Administrative Accounting Records - The portion of Item
eleven (11) on pages six (6) and seven (7) have been
destroyed.

12. Miscellaneous Accounting Records - on page seven (7), Item
twelve (12) has been destroyed. Years retained varied for
the records from three (3) to five (5) years or until
audited, whichever was later and then destroyed.
Certificates of Records Disposal are sent for each group of
records as authorized. '

13. Master Authorization - Item thirteen (13) becomes Basic
Personnel Transaction Form MS 310 and Item twelve (12) in
the new Support & All Other Schedule.

14. Leave Records - Item fourteen (14) becomes Item thirteen
(13) in the Support and all Other Schedule.

15. Self-Insurer' File - Item fifteen (15) becomes Item six (6)
on the new Claims Schedule.

16. Special Account and Second Injury Fund - Item sixteen (16)

becomes Item ten (10).

17. Special Account - Item seventeen (17) becomes a part of Item
ten (10).

18. Hearing Reporter's Notes - Item eighteen (18) becomes Item
five (5) of Claims Schedule.
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19. Commissioner's Dockets - Item nineteen (19) becomes Item

seven (7) in Claims Schedule and titled Commissioners' Docket
Sheet.

20. Hearing Reporters Noteg - Item twenty (20) become combined
with Item five (5) of Claims Schedule.

Schedule 360

1. Claims Folders - Item one (1) was supérceded by Schedule 427
‘which 'is now superceded by the new Claims Schedule.

3 2. ‘Index to Claims - Item two (2) lost in move in 1983.
Schedule 369 |

Medical Claims File - Item (1) is now filed in Claims Folder,
Item one (1) is new Claims Schedule. '

Schedule 427

1. ng;mg_ﬁgldggs - Item one (1) is now item one (1) of the new
. Claims Schedule.

Special thanks is extended to Marilyn Béntley of your staff for
assisting Mr. Lemonds in preparing the new Schedule. If you need
further information, contact me or Jerry Lemonds, Support
Administrator 333-4777.

ex Brookshire
Director of Administration

cc: J. G. Lemonds,
Records Mgt.

attachments

RBB/smt
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DGS-330-1 SCHEDULE
Records Management Division NO.
REV. 7/s6¢ ﬁ;°"" : 1202
' PAGE
NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 Of 3
Workers' Compensation Commission Claims
AGENCY O1 VISION
Item
No. Description - Retention
This schedule supercedes Schedule Nos'. 359, 360,
369 and 427 -
These records series are found in the offices of
Worker's Compensation Commission Departments'
Claims Folders.
1. These records include some, or all of the follow-

Schedule Approved by Dep N -, Schedule Authorized by
Agency, ot Division Reppds, % .
irector of

7/21/89 R. Rex Brookshire Administratidn J

ing:

Notice of Hearing

Surgeon's Report

Issue Form

SIF Form '

Subpoena

CFA Letter

Proof of Death

Proof of Death by Undertaker
Statement of Compensation Paid
Employee's Claim Form
Dependent's Claim ~ Death Case
Employer's First Report of Injury or
Occupational Disease

ARG HITZTOTMDOOE >

M. Claim for Medical Services

N. Order NISI on claim for medical, surgical,
hospital & other like expenses

0. Claims deferred

P. Award of Compensation

Q. MPA-1 Establish date of injury, cause, TT,
medical expenses, etc.

R. MPA-C-1 Rating Disability

S. MPA-C-1lA Rating Disability includes W.C.C.

Medical Examiner paragraph
T. MPA-C-2 Rating on Permanent Partial

U. MPA-C-2A Rating on Permanent Partial and W.C.CJ

Medical Examiner paragraph
V. MPA-D When Commission Disallows Claim
W. Application for lump sum

(Continued)

Dete

4&@'\;'- Title Dae

Retain for five (5) years ghen
microfilm and destroy
originals. Retain microfilm
permanently.
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Location

mn RECORDS RETENTION AND DISPOSAL SCHEDULE ScnibuL
. (CONTINUATION SHEET) No. 1202
PAGE
No. Page 2 of 3
1iem
Ho. Description Retention
2. Company Folder - Insurance Records
These records include some, or all of the following
as to insurance companies: Microfilm after five (5)
A. Name of Company years destroy. Destroy
B. Location originals. Retain microfilm
C. Nature of Bus?n?ss permanently- :
D.- Insurance Policies
E. 1Insurance Carrier
F. Effective dates of policies
3. Endorsements ‘
These records indicate any changes in the status
of the policy holder or of the policy in effect Retain for five (5) years
must be noted in files endorsed by the authorized and then destroy.
agent of the insurance carrier.
4. Joint Election -
This form is used by an employer having a policy
covering employees engaged in '"not extra-hazardous" Retain for three (3) years and
occupations in conformance with Art. 101 Sec. 31 then microfilm. Destroy
and 65 of the Annotated and Rules of the Commission. originals and retain micro-
film permanently.
5. Stenographic Notes
The records are Court Reporters' paper steno-
graphic notes of proceedings of hearings held before Untranscribed notes-keep for
Workers' Compensation Commission. Each set of notes fifteen (15) years, then
is wrapped in cover sheet containing identifying destroy.
data. :
Transcribed notes-keep for
three (3) years, then
destroy.
6. Self-Insurer's File
A folder contains the following records:
A. Application for Self-Insurance D-1;
B. Commissions Order to file security bond; Retain Permanently
C. Surety bond;
D. Correspondence;
E. Cancellation where submitted
F. Annual financial reports, E.E.C. & 10K Reports
7. Commissioner's Docket Sheet ‘
A docket sheet is prepared for each case to be
heard. These records contain: Retain for three (3) years
¢ A. Claim number and then destroy.
B. (Claimants name
C. Disposition :
| D. Results
I E.
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- RECORDS RETENTION AND DISPOSAL SCHEDULE scHebuLs
S (CONTINUATION SHEET) No. 1202
PAGE
NO. 3 of 3
riem
No. Description Retention
8. First Reports of Injury, or Occupational Disease Microfilm. Destroy original.
(Form SF-1) wherein a claim not filed ‘Retain microfilm permanently.
9. Claims Docket - on microfilm from 1938 to 1983. Microfilm retained permanently.
Computerized since 1983. Updated daily. Four (&) Computer data updated and
copies made - three (3) retained on WCC premises retained permaneritly in re-
and one (1) copy delivered off-site to State vised status.
Department of Licensing and Regulation.

10. Notice of Cancellation - Data no longer collected Retain cards until microfilmed
on this form as of May 1, 1987. Now collected by or put on Optical disk
National Council of Compensation Insurance (NCCI) storage. Then will destroy
with its Proof of Coverage System (POCS). original and retain optical

disk file or microfilm
permanently.

11. Code Sheet - microfilm covering from 1938 to 1983. Microfilm. Retain per-
Replaced by Claims Folder. Originals were destroyed manently.
immediately after microfilming.

12. Employers Index to Claims - microfilm covers from Microfilm. Retain permanently.

1948 through April 30, 1983. Replaced by Claims
Folder. Originals were destroyed immediately after
microfilming.




INSTRYCTIONS - -TYRE OR PRINT A
SEPARATE FORM FOR EACH -NEW OR
REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE
(DGS 550-1)

)po ¥
AGENCY RECORDS INVENTORY

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

nce | or 23

DEPARTMENT / AGENCY

wWee

2. pivision (Zat P/l‘-’z"“”‘“"j

Attt 2.0 Bk Zols.

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PFIiLED

AND USED AS A UNIT FOR

REFERENCKE AS WELL AS RETENTION AND DISPFOS

SERIES TITLE

N

5. EARLIEST YEAR/

(Y To

ST YEAR

55.

A, Wpbee

RECORD SERIES DESCRIPTION (IRIIPLYE;;::;;II THE TYPES OF IHFDRHATION/DOCUHENTB/FORN! FOUND
‘IN THE

6L4£4e—/dezﬂtaééazzm¢%£«£%Ago,nz,¢H/4%Q7

15 e L. o MlP-C-2 7,
C.W \Zl %4/»“%,@2@:%&1:& T‘%A.Clzﬂ% “
D SrF sar— A.W : U, MPP~ - EaTlor IATD) Gt
' Ai%““‘*’ 00 3 zbm <, V. MPRD Disallriowes .
é &f7 JH ﬁ.'m,v 73 uWﬁM
. /W’?WE, ggw,....%w/ > e
ek }%z ' | @—Mﬂ/«é’l/w\qw

NGLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)
1

L. nPh-c-19 - déa |

7. RECORD SERIES FORMAT(S)
O LETTER SIZE 0 MICROFILM

LEGAL SIZE U COMFUTER TAPE

BOUND BoOoK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

9. VOLMW Mﬂ/%

8. RECORD SERIES SEQUENCE

O FILE DRAWER(S)]
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

O ALPHAEETICAL
ﬁlf NUMERICAL

0 CHRONOLOGICAL

a OGRAPHI CAL,
e ! 10. AI“NUAL ACCLMULATION

folf)/ O FILE DRAWER(S)

?e//t/ O MICROFILM REEL(S)

RGWEPR O COMPUTER TAPE(S)

- X orvER(SPECIFY)

O OTHER(SPECIFY)

! 11 riLE 1S USED

12. FILE BECOMES INACTIVE AFTER /éfqﬂﬂgw

DAILY 0 WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
RUNBER
5 13. a(s) { BLDG. , FLOOR, ROOM ) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
pgw 706 FrH e tir yes, speciFy sraENCY OR OFFicE)
O YEs X NO

15. ACCESS RESTRICTIONS

{1r ves,

O YES OA(NO
c1TE LAwW(s) & rEGuULATION(S)

16. AUDIT REQUIREMENTS

lB\m O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (»

BRIEFLY AKRD DESCRIBE ANY HARD'ARE/BOFTIARE)

YES O NoO

W/ WM;J&//&" Mo,

YES . .EXPLAIN

18. RECOMMENDED RETENT ION

&
o

%:ﬁaaf;

ZO.QTELEPFDNE NUMEER 21. DATE

(309 3334777 7//7/f7

-G LFMO//DS #DM/M:S]WL
_ o FroeT

. !—x—\/;c- 2/387)




JHSTRUCTIGNS - -TYPE OR PRINT A
' SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

)01
AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

S <di

} e

1 DEFARTMENT /AGENCY
Wee

%VI;IN -

"4
| DEFINITION-RECORD SERIES-® OROUP OF RELATED RECORDS NORMALLY FILED
1 REFERENCE AS WELL AS

RETENTION AND DISPOS

4. RECORD SERIES TITLE

 Cormgaoy

AND USED AS A UNIT FOR

ITION PURFOSES

5. EARLIEST YEAR/LATEST YEAR

(2L To [ZEE

Z,
o

‘IN FTHE SERIES.

W(A%
oo lrn G22. JRL 2lctrrile conTain pormt O

CanNien-

1] 4
6. RECORD SERIIES DESCRIFTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUIENTB/POM fFOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRIES )

7. RECORD SERIES FORMAT(S)
D LETTER SI1ZE O MICROFILM
O LEGAL S1ZE O COMFUTER TAPE

‘aoum BOOK U FLOPPY DISK

O AUDIO TAPE O VIDEO TAFE

OTHER( SPECIFY)

{

EX

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
P(mmm

O CHRONOLOGICAL

g ‘_%W/dMM

9. VOLUME
AT S Tl

FILE’ DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

£ PRI

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

W O FILE DRAWER(S)

O MICROFILM REEL(S)
RUMBPRE O COMPUTER TAPE(S)

{ O o] Cll-'Y!

l 1. riLE 1S USED /o X 12. FILE BECOMES INACTIVE AFTER /Arrd~ P
O pAlLY O WEEKLY /I(M:Nnn.v D MONTH(S) 0 YEAR(S)

Lﬁ _RUMBER

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

i

. t1» vyes_  sPEcirFrY raEncY OR OFFicE)

i A2441—€7;L2/’/ D YES /ﬁfno

15. ACCESS RESTRICTIONS o YES /@”No 16. AUDIT REQUIREMENTS

(1" vyEs, ciTE LAW|{8) & REGULATION(S)

xﬂﬂ\lﬂ O STATE O FEDERAL 0O INDEPENDENT

17.

YES O no

K

1S AN INDEX SYSTEM USED? (1P YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARE )

RECOMMENDED RETENT ION
W‘:W:"’,
WeHa 2 precensg Lo

Y Mz

AND TITLE OF PREPARER
PIVUN LS TRATIL

\é_ LE”&A/DS Sveporr—

20. TELEPHONE NUMEBER

éog 333—¢777

21. DATE

W2/PT

DGS 550-4 (REVISED 2/87)
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INSTRUCTIONS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES =PV IEFARNS THVENTOL

SEPAPATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DiIVISION AGCNC- KEGDRD\J .NVENT(JRY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 27% PAG:-—B or 2
__(_'!"-l) A JESSUP, MARYLAND 20794 A

1. DEPARTMENT/AGENCY 2. DIVISION . 3. T

CEF INJT 10N - RECORD ml‘s-k GROUP OF AKLATED RECORDS M’ PILED AND USED AS A UNIT FOR
AKFERENCE AS TELL AS ARETENTION AND DISPFOSITION FPURPOSKS

4. RECORD SERIES TITLE

e anis Tin . o R

—

. 8. RECORD SERIES DESCRIPTION (”IMT DESCRIBE THME TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND .
R ‘1 THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE s-mzs)

| a el il T g ey L L o
v AR 77 ‘

I 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ Xr_mzn sxzz/i(mcaorlm O ALPHABETICAL /XF!LE: DRAWER(S )
| L‘ Q MICROFILM REEL(S}
| ’zwu. SIZE O COMFUTER TAPE %mlc.u. O COMPUTER TAPE(S)
5 NUMBER g CTHER(SPECIFY)
' O BoUND BOOK U FLOPPY DIsK O CHRONOLOGICAL ;
o o] o]
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) @M O FILE DRAWER(S)
4 O MICROFILM REEL(S)
RUNEER O COMPUTER TAPE(S)
O omER(Speciry)
i 11. piie 1s useD 12. FiLE BECOMES INACTIVE AFTER
DAILY O ¥EELY O MONTHLY ﬂ&‘_ O MoNTH(S) ﬁY'EAR(S)
' 13, CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' ' t1r vyrs, spEcCiFY 2QENCY OR OFFrice)
g YEs NO
' ﬂf/m T2 —
15. ACCESS RESTRICTIONS Q YEs NO +] 16. AUDIT REGUIREMENTS

{1" yes, ciTx Law{s) & rzcuLaTION(S) )
H,qug O SsTATE U FECERAL O INCESENDENT

17. IS AN INDEX SYSTEM USED? (iF YES.EXPLAIN

18. RECCMMENDED RETENTICN
BRIZFLY AND DESCRIBE ANY H.ARQIARE/ SOFTWARE )

-

ﬁu‘s O No

&

zo."'i'rzl.m NUMEER 21. DATE

(Bo)333-¢ 777 %7/ff
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HSTRUCT 1S - - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES AV SEAARAS TNVENTOLY
SIPAPATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECIRDS INVENTCRY
REVISED RECORD SERIES. FORWARD 7278 WATERLOGC ROAD _

¥1TH RECORDS RETENTION SCHEDULE P.0. BOX 278 PAGE ﬁz’or 2

( s80-1) JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY 2. DIVISION "~ s. wNIT

v
CEF INIT10ON - RECORD m"s-h GROUP OF RELATED RECURDS NORMALLY FILED AND USED AS A UNIT FOR

REFERKNCE AS WTELL AS RETENTION AND OISPOSITION FPURPOSES
4. RECORD mx% o - 5. m'u;s;mmyzsr YEAR

mm SERIES DESCRIPTION (MIMY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
THE SERIES. . INCLUDE THME mmu OR FUNCTION OF THE SEFIES)

itod i Aoy ﬂ%’” i iy
waé&_, @)L/a/

: /Y A
2 WMM% e b,

Gy p Bl e WMMMZ”’?WWE

{
| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLUME
[}
' %m sizx }(ulcnorn.u XN.PHAETICAL /q/"""'- DRAWER(S )
! C MICROFILM REEL(S)
! .z@u.. SIZE O COMPUTER TAPE _ O NUMERICAL # O COMPUTER TAPE(S)
N - 1.4
o BOUND BOOK U FLOPPY DISK O cHroNOLOGICAL, . O CTHER(SPECIFY]
0 AUDIO TAPE QO VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ICN
O OTHER(SPECIFY) O OTHER(SPECIFY) )(Fu.x-: DRAWER(S)

O MICROFILM REEZL(S)
m;émn COMPUTER TAPE(S)

0 or-ER{Specipy

i 11 piLz 1s useD //Z /(/ 12. FiLE BECOMES INACTIVE AFTER

: Q pAlLY 0 vEDQY O MONTHLY O MONTH(S) YEAR(S)
RUNEER )(

! 13. CURRENT LOCATICN(S] (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?

t1® YES, SPECIFY ,.QENCY OR OFFicE)

?}«y» Q YEs /Q’No

15, ACCESS RESTRICTIONS Q yEs Ah:NO -:| 16. AUDIT REQUIREMENTS
{17 vye3, ci1Tx taw{s) & recutaTION(S)

)(qug O STATE O FECERAL O INCEPENDENT

17. 1S AN INDEX SYSTEM USED? (tr YRES.EDPLAIN
BRIXFLY AND DESCRIBE ANY MARDNARE/SOFTWARE)

RV e, sl
fo s

AND TITLE OF PREPARER zo.ﬁTELEPi-DNE NUMEER 21. DATE
ANMIN S

EA10I0S syppyr- | (300 333477 | Pz

=23 rti~.y rTes1SED 27137

18. RECOMMENDED RETENTION
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| INSTRUCTIGNS--TYPE OR PRINT A

DEFARTMENT OF GENERAL SERVICES

T )

0% 7

. =\NCY RECORDNS T NTORY
. SEPAPATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGCNC' :‘E"DRDV 'NVENTUR
| REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
| WITH RECORDS RETENTION SCHEDULE P.0. BOX 27% ace i oF LV
{_&s 580-1) JESSUP, MARYLAND 20794 g

1% DEPARTMENT /AGENCY 2. DIVISION SOPPORT™ 3. uNIT
' oeers! Come. Comm . 7 = 2 V-V 1w =V RS CourT PREPORTELS

DEF INIT 10N - RECORD ml:so‘ GROU® OF RELATED RECORDS NORMALLY FILED

REFERENCE AS YELL AS RETENTION AND DISFOS

4. RECORD SERIES TITLE
STENOGRAPHIC.  MNOTES

AND USKED AS A UNIT FOR

rl_n_qu_mmnl?

5. MIEST YEAR/

1Y o<

SI'YEAR

[0t Y

. §. RECORD SERIES DESCRIPTION (“le DESCRIBE THE TYPEKS OF INFORMATION/DOCUMENTS /FORMS FOUND
INCLUDE THE PURPOSE QR FUNCTION OF THK l."ll]

| CoorT REPORTERS'

[HEALRI NES HELD BEFo
4ET OF MNPTBs |5 WRAPPED
DATH -

N THE SERIES.

PAPER. STEM OGAPIHT< NOTES OF PROCEEDING> OF
RE  (LORKELD' COMPENSATION COMMISSIO L.
(N COUER. SHEET CoNTHWIRG (DENTIFYIAG

EAC+

|
|
|
7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
I LEGAL SIZE O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

?@lo TAPE O VIDEO TAPE
mn(sm-:cxnr)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
n/ma-:mcm.

0 CHRCNOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
ALE DRAWER(S )

O MICROFILM REEL(S)
27—% O COMPUTER TAPE(S)

"""""_‘ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ICN
FILE DRAWER(S)

;z VAR ABLE /05 O MICROFILM REEL(S)
8},’;. X 17Hcl<~c sS ROMBZR U COMPUTER TAPE(S)
0 OTHER(SPECIEY)
|11, ,,.”_?,s USED 12. rFiLE BECOMES INACTIVE AF;E}
DAILY O WEEKLY O MONTHLY "g.“. O MONTH(S) YEAR(S)
13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir yes, CIFY ,GENCY OR OFWFicCE)
Io‘f‘,CLOO[L/A,{V\,(OL,O 0 YEs E/N‘;t
15. ACCESS RESTRICTIONS O yEs B/No 16. AUDIT REQUIREMENTS

(1" yEs, ci1TE LAwW(Ss) & rREGuULATION(S)

E{qqs O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1® YES.EXPLAIN
lnltryn DESCRIBE ANY HARDIARE/BOFTIARE)
NO

0 veEs

o 2

18.

512

T}’w«,

RECOMMENDED RETENT JON

yEmw%‘L )éﬁ”“g CPLRED NOTES
/20

oﬁ,)\uf RANSCRLBED MOTES

AND TITLE

: ,5/;,217,)/ Homar’
HEAUING REPORTER. SUPERVISO

PREPARER

20. 7TELEPI~DNE NUMEER

333~ &AT6

21. DATE /(,//5/6&}‘

'sev/isSED 2/137)
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TIGNS--TYPE OR PRINT A
FORM FOR EACH NEW OR
'RECORD SERIES.
¥ITH RECORDS RETENTION SCHEDULE

AN T L T Rl L T

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

12072

AGENCY REZORDS INVENTCRY

FORWARD 7273 WATERLOG RQAD

P.O. BQX 273
JESSUP, MARYLAND 20794

PAGE é or 7/)/

1. DEPARTMENT /AGENCY

Wec.

2. DIVISION
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